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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

T3.9 million
sheats = 24 634 ft =
the amount of paper
used by City

employees in 2003

CUTTING TO THE CHASE - HOW YOU CAN HELP THE CITY SAVE PAPER

YOU can help the City save millions of sheets of paper a year. How??

EASY!!

There are approximately 11,000 employees who work for the City of Seattle.
If EACH employee printed ONE LESS SHEET OF PAPER A DAY, we’'d save:

11,000 sheets of paper X 5days = 55,000 sheets in one week.

55,000 sheets of paper X 52 weeks = 2,860,000 sheets of paper!!

SO! If each employee printed ONE LESS PAGE A DAY,
the City could save nearly 3 million sheets of paper each year

If each employees printed TWO LESS PAGES A DAY,
the City could save nearly 6 million sheets of paper each year.

See how easy? We ALL can find ways to print a few less pages each day!
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

SAVE- DON’T PRINT E-MAIL
There are two ways to save e-mail: ARCHIVING and SAVING AS A WORD DOC. Is there a preferred way?

NO. Talk to your Supervisor and E-Mail Administrator to find out which method they recommend.

HOW TO ARCHIVE AN E-MAIL

ARCHIVE protects items from being AUTOMATICALLY DELETED. Depending on your job requirements, you may need to use
the ARCHIVE feature to SAVE E-MAIL MESSAGES to KEEP RECORDS of SUBSTANTIVE CITY BUSINESS.

* VERY IMPORTANT NOTE:
IF THE ARCHIVE DATABASE becomes too large - it may CORRUPT or CRASH.
It’s important to MANAGE your ARCHIVE and DELETE OBSOLETE ITEMS.

4 Havell Grougiise - Mailbos

RIGHT-CLICK the E-MAIL, SELECT MOVE TO ARCHIVE on the MENU [y e v v BT
and LEFT-CLICK. The MEessAGE will disappear from your MAILBOX o e L s
and will be placed in ARCHIVE. v
g - T T
To VIEwW ARCHIVED E-MAIL, go to FILE and CLICK OPEN ARCHIVE. 5 e o e
. . ? Rocket _m__‘_‘"' eer Plant
The ARCHIVED E-MAIL will appear in the ARCHIVE MAILBOX. = g o

File Edit Yiew &ctions Tools “Win

New » Notice! It Says: Sl
ooiie
Open Archive H . H \ Dotn nd Bngty
3 (Archive) — GroupWise — Mailbox S
pen Backup Mo b Chelint Fokder
Open Yiew, ., Catngories ¥
Save A5, :"'::'
Impoart Documents. ..
Import POPSIIMAR. .. Erepertios
me_y' v %% (Archive) - Novell GroupWise - Mailbox
stiaring. .. : File Edit Wiew Actions Tools Window Help
Properties Alb+Enter -
J @Address Bock = & G | Hewal -~ Gy Hew appt + Gorlew Task = 3 | i| - | /0 -
Brint, .. ChrlHR »
Prink Calendar J Display I <Mailbox Custom Settings = j J ‘ - F Feply = qForward -
wateve.. T T ————
% Rocket Squirrel Fram Subject Date ©
Mode 4 &7 [Mailbox] =1 | Bulwinkle Moose Eullwinkle's Carner S/Z6/2004 2:42:40 AM
Exdit Alk+F4 -l Sert Ttems
-] Calendar
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

To GET OuT of ARCHIVE and RETURN to your REGULAR MAILBOX, go to FILE. You'll notice that ARCHIVE has a CHECK MARK.
CLICK ARCHIVE to “TURN OFF” ARCHIVE. Your regular MAILBOX will appear. T

%4 Toggle between archived and non-archived items

file Edit “iew Actions Tools ‘Window Help

| B Mew Mal ~ g bewapst ~ OEtfewTask ~ 43 | = v| = -

v Cpen Archive

@pen Backup J - ey - Mrorad -

Open Yiew. ..

Save fs...

Impaott Documents, .. From Subject Date o

Impork PORSIMAR. . | = | Bulwinkle Maose Bullwinkle's Carner 51282004 9:42:40 AM

By

To UNARCHIVE an E-MAIL, you'll do just about the same thing. This time, while in ARCHIVE, RIGHT-CLICK the
ARCHIVED E-MAIL. You'll see MOVE TO ARCHIVE with a CHECK I\/IAF'Q'K by it.

CLIcK to TOGGLE OFF — or UNARCHIVE THE MESSAGE.

This action will TURN ARCHIVE OFF and move
the E-MAIL back to your regular MAILBOX.

(Now, be sure to TURN OFF ARCHIVE
and return to your regular MAILBOX.)

Easy, isn’'t it?

%4 (Archive) - Novell GroupWise - Mailbox

File Edit Yiew Actions Tools ‘Window Help

J @Addressﬁook @ & Qs | New Mail + Syl

appt v Dorlew Task = if | i| v| B -

(% Rocket Squirrel
_____________ o
Sent Items
[ Calendar
Documents
[ Checklist
[F wiork In Progress

ol - qForward -

Date o
SI28(2004 2:42:40 AM

inkle's Corner

Open
iew

Save As...
Print...
Filker...

Dial Sender
Delete

A

Cateqgaries Ei »

Mavigate 3

y Delete and Empty

Read Later

Properties
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

HOW TO “COPY” A CABINET FOLDER TO YOUR ARCHIVE

From your NORMAL MAILBOX, DRAG an
E-MAIL to a FOLDER in your CABINET.

ARCHIVE the E-MAIL from the CABINET FOLDER.

“* Novell GroupWise - Boris & Matasha E-Mails

File Edit ‘iew #Actions Tools

Window Help

J @AddressBook & Ch, | New Mal - EhMewappt - Cgrlew

J Display I <Boris Matasha E 'l

(® Rocket Squirrel
@ Mailbioz [1]
@ Sent Items
[ Calendar
Cantacts
Docurnments
B cabinet
& E e
[0 Frosthite Falls
-] ~MAPISP{Internal)
[F work In Progress
&4 Checklist
G Junk Mail
............. ﬁ Trash [17]

E

- Reply - Forward -

= Boris & Natasha E-Mails

Open

Wiew

Save fs..,
Print...
Filker...

Junk. Mail 3

Dial Sender

Reply

Faorwatd

Forward as Attachment
Delete

Delete and Emnply
Change ta... v
Mowe ko Checklist Folder

Cakeqaories 3
Read Later

CheckIn...

Mavigate +
Properties

¥ Novell GroupWise - Mailbox

File Edit Wiew Actions Tools Window Help

J @F\ddrsssBuuk B S % | ERnew Mal - CihNewAppt - CErRewTask - Xy | = '| |

Display I <Mailbox Custom Settings>

(® Rocket Squirrel
24

dka Sert Ttems
[ <calendar
- gl Contacts
Documents
~[E cabinet

-0

e Falls
<3 ~MAPISP{Internal)
[ work In Progress

[ Checkiist

&3 Junk Mail

& Trash [17]

B\_I|w|r|k|%nn,

Subject

J W - Flrepy - ElForward -

Date &

EBulwinkle Moose

| Boris and Matasha \Working Strategy

Bulwinkle Moose
"CityOfseattle GroupWiseTrain
Bulwinkle Moose

|

2

DEHDLOYDDE

Homer Simpsan
E Homer Simpson
“CityOFSeattle GroupWiseTrain" <co
EBulbwinkle Moose

Rocket Squirrel

Rocket Squirrsl

Bulwinkle Moose

Y

Archive This One

Capture an External E-Mail Address
Invitation to Reception for The Big Moose
Homer and Donuts

Lost Muke Sway

Capture an Internet Address

Bullwinkle's Corner

Boris and Natasha

Strateqy Meesting

Matasha's Comment

That FoLDER will be created in the ARCHIVE — CABINET.

ools  Window  Help

%% (Archive) - Novell GroupWise - Boris & Natasha E-Mails
File Edit ‘iew Ackions

&130/2004 3:50:31 PM
630/2004 3:48:18 PM
6,/28/2004 4:33:27 PM
6f18/2004 3:59:09 PM
&f10/2004 11:53:01 PM
Ef2J2004 3:45:41 PM
Ef2]2004 1:05:10 PM
SI2E/2004 9:42:40 AM
SI25/2004 Z:24:44 FM
4/29/2004 10:30:00 AM
H12)Z004 12:13:14 P

J @AddressBook @

5 Q | NewMaiI ™ QNewAppt ™ %NewTask -y | i=|

J Display IAII Items

|® Rocket Squirrel
............. 2 Mailbox

[F work In Progress |
B cabinet
49 [Baris & Matasha E-Mails

T Trash

' Hare ' Subject ' Date ¢ '

[Z1e i Bulwinkle Maose

Boris and Matasha Working Strategy

£/30/2004 3:50:31 PM
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

HOW YOUR ARCHIVE FOLDER APPEARS IN YOUR HOME DRIVE

In some unfortunate cases, employees have DELETED their ARCHIVE by
accident because they didn’t know or recognize the ARCHIVE FOLDERS in their HOME DRIVE.

_Jof7duarc

This is how an ARCHIVE FOLDER OR FOLDERS could appear in your HOME DRIVE — H:\** |[_jof3aearc
L JOFITAARC

Some employees have tried to open the files and the documents, couldn’t do it and didn’t recognize anything. After clicking
around and getting the CAUTION MESSAGE each time, they DELETED the FOLDER.

WHAT THEY DELETED WAS THEIR ENTIRE GROUPWISE ARCHIVE!!

Mame = Size | Tvpe | Date Modified

i ngwguard.db Z18KE Data Base File 4/8/2004 12:04 PM
ngwguard.dc 102 KB D File 4/8/2004 12:03 PM
,i':l user.db 73 KE DataBase File 4f8/2004 12:04 PM

v
x

4 ‘L-] You are atkempting ko open a file of kype 'Data Base File' {.db)
-

These files are used by the operating system and by various
programs, Editing or modifving therm could damage wour svskem,

I wou still wank to open the File, click Open ‘With, otherwise, click

Cancel,
Cpen With. .. I Cancel |

Don’t be like this guy - leave your Archive Folder alone!

** As of 2004, SDOT and SPU have moved their Archive from the H:\ Drive to a location that is locked down behind the scenes

PAGE 5
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

HOW TO MAINTAIN YOUR GROUPWISE ARCHIVE

GROUPWISE has a nifty tool to help you do PREVENTIVE MAINTENANCE on your ARCHIVE - called GWCHECK.
Here's how to do it:

1. START GROUPWISE if you have not already opened it

2. Hold down CTRL+SHFT and then CHoOOSE the FILE - OPEN ARCHIVE

3. You should get an ALERT Box below. Check Yes. Don't worry! It's doing its job!

Hovell GroupWise EI

@ GroupWise has encountered a problem with vour mailbox. GroupWise can
rebuild vour mailbox to avoid further problems. Rebuild now (this may take
several minutes)?

Mo Cancel

The GWCHECK is done in Two PAsses. When finished, it might send you back to your LAST OPEN WINDOW. But,
GRoOUPWISE will be in ARCHIVE.

GroupWise GroupWise
Your mailbox iz being rebuilt. Cancel | Your mailbox is being rebuilt. Cancel |
Pagzz1 of 2 Pagz 2 of 2

If you want to be an ARCHIVE-SAVVY USER, you should run these MAINTENANCE ROUTINES on your ARCHIVE as a PREVENTIVE
MEASURE. How often?

If you ARCHIVE more than 100 messages a month, you're a HEAVY ARCHIVE USER
and should do this ONCE A QUARTER. Otherwise do this ONCE OR TWICE A YEAR.

PAGE 6
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

HOW TO SAVE THE E-MAIL MESSAGE AS A WORD DOCUMENT

Sometimes it makes sense to SAVE an E-MAIL AS A WORD Doc because it PERTAINS TO A PROJECT or CITY BUSINESS.
FIRST, CREATE A SUB-FOLDER CALLED “E-MAIL COMMUNICATIONS” WITHIN THE “PRIMARY” TOPIC FOLDER.

SELECT the FOLDER, go to FILE — FOLDER and CLICK A NEw FOLDER will appear — NAME it and hit ENTER

@ PapeCuts Lunch & Learn = | PapeCuts Lunch & Learn = I25) PaperCuts Lunch & Learn
File Edit ‘“iew Favorites Tools Help hi'l E-Mail Communications
I N
Create Shorbeut @ Shorkeut
Go to the E-MAIL you want to save. CLICK the SAVE BUTTON on the TOOLBAR. Or, go to FILE— SAVE As

¥= Mail From: Bulwinkle Moose O] x|

File Edit Wiew Actions Tools Accounts ‘Window Help

| File Edit ‘uftew Actions  Toals
J 3 cose Mlreply - Elrorward - T - | En 5 Eh E{ﬁ Bl . | |E * M 3
Mail Froperties | Personalize Save m
| I I - Save Wieww, .,
Attachrnerts »
SO, ..
Properties Alt+Enter
Security Froperties
Rocksy!
Print... Ctrl+P
Ch me ob ! T jusk heard that Boris Badenoy and Makasha Fatale have defected ko the CIAIN They've had it with
Fearless Leader - and thew're sick of chasing us! Close

Think we'll have enough work to do? Hope they won't lay us of f because Boris and Matasha aren't chasing us
anymare,

Bulwinkle

PAGE 7
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The SAVE WINDOW will appear with the
MESSAGE SELECTED.

Items to save:

Borig and Matasha Defected

ISave tor Drisk. j

Save file as:

IBDris and Matasha Defected doc

Current directory:
IC: S ovelhGroupwisze

Erow&e...[ I

—v Repart file name conflicts

Select Folder

[ Toonwille ;I
|2 Frosthite Fallz
|2) Fractured Fairy Tales

El ) Jav ward i
IJ) Professar Peabody
= IJ) Rocket J. Souirrel <
=
LI =
Folder: I Rocky's Docurnents

Make Mew Folder | QK I Cancel |

CLick BrRowsE for the BROWSE FOR FOLDER. SELECT MY COMPUTER

Browse For Folder

Select Folder

Falder: I My Documents

Make Mew Folder |

2l
ﬂﬁ' Deskiop
() My Documents
¢ My Comput
% My Networklefaces
(0]4 I Zancel |
A

BRrowseE until you find the

21| cqrrect FOLDER — CLICK OK.

Hot Tip!!

Browse For Folder 2=

Select Folder

If you don’t have a FOLDER for
your e-mail, you can create
one from here.

|23 Meeting Preparation Checklist ;l
3 NED

£ NSO

13 online Application Systen Toolkit iy
[=] I Paperiuts

W F|:|||:|E!r'
| |PaperCuts Lunch & L -
BRrRowskE to the DrIVE and N e Earnllrl
PRIMARY FOLDER you want to
place the new FOLDER Folder; | Mew Folder

Make Mew Folder I QK | Cancel |

Click MAkE NEW FOLDER, enter

A N 4

a new name and click OK

PAGE 8
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

CLICK SAVE. The E-MAIL will be MARKED as SAVED.

21 21

Iterns to save:

Boris and Matasha Defected

Items to sawve: Save[: I
Boriz and M atazha Defected . Saved |

Close

TIP:
You can RENAME
[Save to Disk = the E-MAIL before [Save ta Disk =l
Savefile az saving Iit. Goto Save file az
IHUI_I,J Smokes - Boriz and Matasha Defected. doc the SAVE FILE AS

IHUI_I,J Smokes - Boris and Matasha Defected doc
field, HIGHLIGHT

Current directary: Curent directany:

IG:\.Ja_I,- wiard\Focket ). SquinelPocky's Docu Erowse. .. | and TYPE in a IG:\Jay ward\Rocket J. SquinebRocky's Docu Erowse. .. |
NEW FILE NAME.
—1v Feport file name conflicts —Iv Repart file name canflicts

The Saved E-Mail Retains the FROM - TO —

. . Exrom: Bulwinkle HMoose
DATE — SUBJECT lines for doucmentation To: Simp=on, Bart; Simpson, Homer; Squirrel, Rocket
purposes. Date: TALFZ008 10:-16:38 AM

Subject: Bori=s and Natasha Defected

As you can see, a Saved E-Mail looks like a

L Bock
Plain Text Docuument. o

Boris and Natasha just defected to the CIA!! They've had it with Fearless
If you want to Change the Font, go to Edit- Select  Leader and they're sick of chasing us. Do wyou think we'll be out of a joh?
All — (or Triple Click in the margin), then select R A o A R s
the Font of your choice. Eul Lvrink Le

This method saves one e-mail per page.

PAGE 9
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

HOW TO COPY & PASTE AN E-MAIL INTO A WORD DOC

Click the View button on the E-Mail Toolbar — the button with the eyeglasses. A Plain Text view of the E-Mail will open.

= — 3 o[]S
% Mail From: RacuelCO = Mail From: Raguel Gonzalez (Attachments) [=] ]
File Edit View Actions Tools Accounts Window Help Flle Edit View Took Windaw Help
] Ve EB&8 = B
» vor )
= 1A
=
Message  convertfile..
v
From: Raguel Gonzalez =]
To: Anton, Joanne; Davis, Joyce; McHenry, Virginia, Robledo, Patricia; Soltar, Steve
Here is the username and password for the Canon SO20 which will allow your group to scan documents. In addition, Date: 3415/2006 8:24:54 AM
attached is a user guide. If you need help or have guestions please contact Robert. Subject: Canon User Account, Password and Help File

usermame: TrainingDey
password: 824H

Here is the username and passward for the Canon 5020 which will allow your graup to scan documents
In addition, attached is a user guide. If you need help or have questions please contact Robert

ugernarne: TrainingDey
password: B24H

Message  conwertFile...

Highlight and Copy the entire E-Mail Paste into a Word doc

% Mail From: Raquel Gonzalez (Attachments) [ 3} T

File Edit Wiew Took Window Help
IEEEEEIEE =
= B
i L Frorm:- — Raquelsonzalez]
Message  comvertfile... A Ta: -~

Anton,-Joanne;; Dz, -Jowee - -MeHenny Virginia:-Bobledo, -Paticia:-Solfar. - Stevef
Dete: -+ 3/15/2006-82454 AN

Subject:- —  Canon-UserAfccount, Password-and-Help-Filef]

1

1

1
Here-is-the-usemame and-p asavord-for-the: Canon G020 whidh will-allove-your-group-to-sean-documents. - In-
addition,-attached-is-a-userguide. - Ifyou need-help-orh ave-questions-ple ase-contact-Robert. |
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HOW TO USE HYPERSNAP TO SAVE MULTIPLE E-MAILS ON ONE PAGE

HYPERSNAP is a SCREEN CAPTURE program. All the SCREEN SHOTS in this document were created with HYPERSNAP.

The program is on the CITY’'S NETWORK — meaning it's available without purchasing a new licence. If you want HYPERSNAP,
call 6-1212 and tell them you like to add HYPERSNAP to your desktop.

To take a SCREEN SHot of an e-mail and paste it into a WoRrp Doc, click the HYPERSNAP Icon |H?F'EF5I'IEIF'-D?'ii
on your desktop or in your system tray o

HYPERSNAP will open. You'll see this WINDOW.

= HyperSnap-DX -0l x|
Window  Help

L — . * The 2 Buttons you’ll most often use use are
Capture Window or Capture Region

=

The most practical button to use to Capture
an E-Mail is CAPTURE REGION.

: Fle Edit Wiew Capture Image Color tions  Tools

Press F1 key For importankt help! [ Img Size: [x:000000 |y:000000

PAGE 11
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How To Do “CAPTURE REGION”

NOTE: When you're in CAPTURE REGION mode, your CURSOR will turn =
into a CROSS with a small CIRCLE in the middle and a FRAME will eminate from S
the CURSOR. Your CAPTURE will begin from the BOTTOM RIGHT CORNER. ®---------------f----- >

s

2. SELECT CAPTURE REGION. e

3. LEFT CLICK and DRAG over the area you want to

CAPTURE — a FRAME will surround the area. «e—"d-

HyperSnap-Dix

[ >

1. OPEN the e-mail you want to capture. Then, click the HYPERSNAP ICON to get the HYPERSNAP WINDOW.

=i Mail From: Bulwinkle Moose

File Edit wiew Actions Tools Window Help

“ ¥ Cose Flreply - ElForward - %% v| = 2 S | B g, |

Mail |F‘roperties| Personalize |
From:

To: & , Homer; Squirrel, Rocket

Subject:

Rocky,

Boris and Matasha just defected to the CIAN They've had it with Fearless Leader and they're sick of chasing us.
Do wou think we'l be out of a job? Hope they don't lay us offl

Bullwinkle

PAGE 12
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i HyperSnap-DX - [Snap3]

4. CLIcK. The CAPTURED REGION will e e e

£ Ele Edit Wew Capture Image Color Options Tools  Window Help

appearlnthe HYPERSNAPW'NDOW . Dligﬂl:lé EQ\@@ @@@@wm_ i
[¢mBxccpormm@arm -2/ - -DOCCmeem-o- a-&-[—/

= Mail From: Bulwinkle Moose
Filz Edit View Actions Tools wWindow Help

| oo Frey - Fgrowerd - W <[ =0 @ B B @ w §
Mail | Properties | Personalze |
From: Bul
T

Rocky,

Boris and Matasha just defected to the CIAlI They've had it with Fearless Leader and they're sick of chasing us.

5. GO to EDIT _ COPY Or CTRL_C to COPY :j"j::k:m‘( we'll be out of a job? Hope they don't lay Us offt
the E-Mail

6. Then open a new or existing WORD DOC
and PASTE the E-MAIL SCREEN SHOT.

7. With this method, you can save

several e-mails per page. " Mad From Buiwinkle Moase o=
Fle Edt View Actors Took ‘Window Help

W oose FRegly + Cidforeard = % = = a3 B B 8 W, ¥ = |

From;

Ton

Subject: Bor

Rocky,

Bors and Matasha just defected to the CLAN They've had it with Feadess Leader and they'ne side of chasing us
Do you think we'l be out of a job? Hope they don't lay us offi

Bulwiride
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PUTTING YOUR GROUPWISE CALENDAR TO GOOD USE

Instead of lugging a paper calendar and slips of paper with lots of notes on them, take advantage of the features in your
GroupWise Calendar. Below are examples of a Day and a Week view.

OB il
File Edit ‘Yiew Acti Tools  Window Help

J B & G .. ‘ £ New Appt Gy New Task v| Bl Deleate (55 [ Busy Search |

% Online

You can add in all your Appointments and Work obligations, make a
List of your Tasks for the Day and the Week, and even write yourself

Show: All

Appoinkrnents: Reminder notes:
5 7 00 (2] [+ TTake lunch to work = Reminder Notes — visible all on one screen.
Tuesday A 30
July 5, 2005 8 gg
407 P - -
g o) [= Dentist (Frosthite ] o
ﬁ Fellsibit Skl Keep your Calendar ON at all times and minimize when you're not
SMTWTFS IS using it. That way, you can click the Calendar on your Task Bar to
[1]= < . .- .
:a[Sle 785 | |au D =l view it in a moment’s notice.
10111213 1415 16| |{200[[  Work Out with Tasks:
1718 1920212223 [pm 30 Dudly Do-Right O | Buy Study Guide for B
R 1 T e | Qamesln Disress Serminar You can also access your E-Mail & Calendar from home by going to:
oo MNegatiations with Send to Fearless Leader
S r\?ugu;s{\t} 2.:.]0'5: S F% 30| | Animatars (Frosthite =g F'rep for Negotiations http //gwweb Seattlegov
18890066 3 0 Falls Labor Hall) | Review Past Labor
7 83 01111213| [Pm 30 e Agreements = — — = — —
14 15 16 17 18 19 20 10 ||?f8,’2005 l:l{l} A7F A3 P A365 ) ’EE5|+
2122 23 24 25 26 27 0
282930 31 5 00 Monday July 4, 2005 Tuesday July 5, 2005 |Wednesday July 6, 2005 Thursday July 7, 2005 Friday July &, 2005
A 5 g 00 @ 4thofduly
6 A an 30 Celebrations @ Rescuing Damsel in
(Frostbite Falls State || Dentist (Frostbite || i@ Frostbite Falls - Distress Seminar 7 Detante Meeting
0 Fark) Falls Dental Building) Springfield Gala (Royal Mountie with Boris & Natasha
° 1000 Strategy Meeting Extenstion Service) (Whassamatta U
AN 20 (Sguirrel Mania) | Gradugte lS;hTDI_ of
. oo nternational Relations
Day View :!\n;l - Roarm 160)
1200 o Work Out with ® PaperCuts Lunch &
H _ .
Week View - p1m gg Dudly Do-Right Learn (SWT 1650)
Pt 30 el Contract
2 00 Megatiations with @ Share Paper Cuts
FM 30 Animators (Frostbite Info with Co-VWorkers
3 00 Falls Labor Hall)
Phi 30
0
0
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PaperCuts Tips & Tricks — How to Use GroupWise & Windows Features to Save Paper

SETTING PRINTER DEFAULTS AND OTHER FACTS

SETTING PRINTER DEFAULTS

To set your Printer Default to a Canon Printer/Copier, go to Start — Settings — Printers and Faxes. Double-Click your chosen printer.

m Prograrns 4

<y Documents 4

Ssttings N [ Control Panel

, & MNetwork Connections

) Search
/ % Frinters and Fax
@) Help and Support g Taskbar and Start Menu
=] Run...

@ Shut Do,

Printer Cocument ‘Wiew Help

=101 x|

*®& Printers and Faxes

File Edit “iew Favorites

Tools  Help

€ LIRS R

| Search Folders

7

A

Addrezs ICJJ Printers and Faxes

Conmneck i | Status | Qwner | Pages Size

| Submr

Pause Printing
Cancel Al Docurnents

Sharing. .. |
s the default prinker,

Properties

Al

Printer Tasks

[Z] Add a printer

5] See what's printing

Select printing preferences
iz Pause printing

h’_j Share this printer

3¢ Delete this printer

5 Set prinker properties

es Lgf BWE000-5MTS4ME-2 Personnel ESD on CITY _SEATTLE

Adobe PDF

E5, BWB000-SMTSSW . Personnel ESD on CITY_SEATTLE

[ SMTS4C-1.Personnel. ESD on CITY_SEATTLE
Est CANOMS0Z20-SMTESYW , Personnel ESD on CITY_SEATTLE

Eg, COLORA600-5MTS4ME Personnel ESD on CITY _SEATTLE
£, COLORS500-5MTSSW  Personnel ESD on CITY_SEATTLE

iz Microsoft OFfice Document Image Writer

Cloze
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SETTING DEFAULTS WITHIN YOU DEFAULT PRINTER

Right-Click the Printer and select Printing Preferences.

Once you've selected and set your Default Printer, you can Set Default Actions for the Printer.

This is where you can set the Default to 2-Sided Printing

| Address IC--.:J Prinkers and Faves & CANDNS020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Priny mﬂ
adobe FOF Page Setup  Finishing | Paper Snun:al Ilualltyl

Printer Tasks el BW/B000-SMTS4NE-2 Personnel £5D on CITY_SEATTLE Profie: [N T R T |[[D Oulpu Method |8 Pint -]

. ) L, BWa000-SMTSSYW  Personnel ESD on CITY_SEATTLE

il #dd a printer Open Print Style:

5] See what's printing L, AN P n CITY SEATTLE | 2 sided Printing J Booklet.

N . . - P' - -
Select printing preferences [=Raelll  Frinting Preferences... l:un CITY_SEATTLE
. [ ™ Print with Mized Paper Sizes/Drientations
qLJ Pause printing __.‘,:_COL BavES Eifiig n CITY_SEATTLE
2 Share this printer =2 Micr i Binding Location
i Gt
¢ Delete this printer Sharing... | Lang Edge [Left] j LI
q‘_{ Set printer properties Create Shortcut Firishing
Delete 3 ' Collate ¥ Oifset
)  Gioup I"| Rotate
Properties - "~ Staple I~ Hole Punch
n e e ]
View Settings
.. Paper Dutput futo =l
This is where you set the Default Paper Tray !
Adwvanced Settings... | Restare Defaults |
& CANDNS020-5MT54C-1.Personnel ESD on CITY_SEATTLE Prin x|
ok C | Aol Hel
Fage Setup | Finishing Paper Source | Qualiy | | cencel | e |

-] B

"Select by

Paper Selectior

I D‘JJ Sarne Paper for All Pages

Profie: [JE) Detault Settings

Oulput Method: | &5 Print -

PRINTER FACT #1:

If you have them, we STRONGLY RECOMMEND all employees set their Default
Printer to one of the Canon Printer/Copiers. Why? Because the Toner and
j Staples are FREE — they are part of the service contract. If you're defaulted to an

= Paper Soume
" Paper Type

Paper Souce L — HP, we are paying for the toner.
[Dirawer 1
£ |:| Drawver 3
—_= = um] [t Dreiter 4 PRINTER FACT #2:
_ vewSwng | FrontfBack CoverSetins.. | If you print a Black and White document on a Color printer, you're using more
toner than if you used a regular printer. Avoid printing Black & White on
Festore Defaults Color Prlntersl
0K I Cancel I Apply | Help |

PRINTER FACT #3:

Color toner cartridges are EXPENSIVE — for example, an HP 4600 cost $174.00
a piece! Avoid printing black and white documents on Color Printers.

Color printers should not be set as default printers.
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WHEN YOU MUST PRINT . ... SOME TIPS ON HOW TO PRINT FEWER PAGES

These tips cover printing individual documents. The following screen shots are specific to a Canon 5020
Copier/Printer. When using your printer, the basic steps will remain the same, but the appearance will be different.

TO SET YOUR PRINTER TO PRINT ON BOTH SIDES OF THE PAPER:

Go to File — Print. Click Properties The Properties Window will abpear.
print

2] &5 CANONS5020-5MT54C-1.Personnel.ESD on CITY_SEATTLE Properties 21x|

File orinter Page Selup | Finishing | Paper Seurce | Qualty | [
; Mame: I;ﬁuCITYjEF\TTLEICANONSDZD-SMT54C-1‘Persnnne\.ESD | Properties T B Dol Settings & Output Method: | &3 Print -
&b Print. .. PP e e
! Find Printer...

Type: Canon iRS020fiRE020 PCLE g Hlraesie [Letter =l
T
Send To 3 where:  ViNDPSO3 I Print to il Ex LBl QupueSize:  [Mach Page Sie =1
- Comment; ™ Manual duplex =2
b b . Copies: 1_13 [1to 2000]
W ; m B
~Page rang plopies———————————————— | | rE Orientation
= al Murrber of copies: = o e ’7 & Pottait  Landscape ‘
- Current page " Selection ] G

s =
" Pages: Iﬁ 11 ¥ collate Pags Layout | 1 Page per Sheet j
_f

Enter page numbers andfor page ranges < [ M 5o
separated by commas. For example, 1,3,5-12 ! DJ_] anual Sealing
Auto Sealing: 100 _,::' % [25 ko 400]

caling.Auta]

. rZoom
Print what: IDocumant j View Settings ™ watsmark: [CONFIDENTIAL =
Pages per shest: lﬁ
Print: IAII pages in range j =8 REr S e Edit '/ atermark.
Scale to paper size: IND Sealing -
CostomPaperGie. | PagelOpfins. | RestoreDefauls |
%" CANON5020-5MT54C-1.Personnel.ESD on CITY_SEATTLE Properties 2l

OK Caniel
Page Setup Fiishing | Paper Soue | Qulty | [ o | | [0k | Camcel | Hep |
Profile: I‘ Default Settings j |[|E’| Dutput Method lm

B=; Frint Style: ) i i )
H © sdod Piting ]| B Click the Tabs until you find Print Style. On the Canon 5020,

— it's the Finishing Tab.
* Select 2-Sided Printing.

1-sided Printing

P

Z-sided Fiinting ké

Booklet Printing C“Ck OK and Pl'lnt
L]
3 & Collate [V Difset
DJ = Group ™| Fictate
" Staple I™ Hale Punch

Ledter [Scaling.Auta] Staple Postion

Wiew Settings

Faper Dutput: Auta j

Advanced Settings... | Restore Defaults |

QK. I Cancel Help |
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HOW TO PRINT MULTIPLE PAGES ON ONE SHEET OF PAPER

Go to File — Print. Click Properties The Properties Window will appear.
Fll & _ 2l x| &% CANDN5020-5MT54C-1.Personnel.ESD on CITY_SEATTLE Properties x|
= Frinker Page Setup | Finishing | Paper Source | Qusity | S
|§ Print. .. r\Ctr‘|+F' Name: [ S8 WCITY_SEATTLE\CANONSOZ0-SMTS4C-1 Personnel ESD v EropertlesF : e[ Dupbietrat [& P 5]
Status: Idle -
Send To 3 Type: Canon iRS0Z0/iRE0Z0 PCLE Find Printer... HE B page Size: Letter =l
- Where: 1NDPS03 ™ Print ko file ¢ 3 ) —
w o I et = B L2, Ouput size [Match Page Size |
- coni £ Wﬁ V Copies: 1_,::' [1 ta 2000]
;‘33”"3”9" ”“‘h . 3 Drisntaton
O Murnber of copies: I E‘ . . Al & Patiait " Land
- Current page £ Selection 4 - ,_: ’V - @ =
=
 Pages: 11 v Calate 7 Page Layout I 1 Page per Sheet j
Enter page numbers andjor page ranges '
separated by commas, For example, 1,3,5-12 ™ Manual Sealing
Auta Soaling: 00 5% 25 1o 400

Frint what: IDUcumant j rZaam Letter [Scaling:Auto]

| View Settings I watemark [conFIDENTISL =l
Eroe |"" - j Pages per sheet: 1 page -
o il Edit'atermark...

Scale to paper size: |Mo Scaling ¥
Custon Paper Gz, | FageOptions... | Restore Defauls |
gptions.._| Cancel_ | ok | coed | W |

4 Pages per Sheet

t’ CANDNS020-SMT54C-1.Personnel.ESD on CITY_SEATTLE Prop| ZI
E Pages per Sheet

Page Setup |Finishing| F’apErSoulcel Qualityl

") vnsoings 5] MBI 8 Pages par Shee: Find a setting called Page Layout.
9 Pages per Sheet /
16 Pages per Shest

Poster [2 % 2]

Prafile:

= g] Page Size:
+
E Output Size:

Copies:

Orientation
R
1 Page per Sheet

[~ Marual Scaling

B e S e See next page for another method

View Settings I watemark: [CONFIDENTIAL = . .
| Edit s/ atermark... to prlnt mUItIpIe pa’ges On One Sheet-

Custamn Faper Size... | Page Optians. . | Restore Defaults |

aK I Cancel | Help |

Click the Arrow and select the Number of Pages per Sheet to print.

On the Canon 5020, this setting is found on the Page Setup Tab.

Poster [4 4]
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ADDITIONAL METHOD ON PRINTING MULTIPLE PAGES ON ONE SHEET OF PAPER ON A CANON

Canon machines offer an alternate 2 on 1 feature that reduces the size of your document so it fits 2 pages on 1 page - it's
great for file copies. The settings are:
2o0n 1 (1 sided) - enables you to save paper by printing 2 pages on 1 side of 1 sheet

2on 1 (2 sided) - enables you to save paper by printing 2 pages on each side of 1 sheet, using 2-sided printing

To print in this format on the Canon machines:

Go to FILE, select PRINT Select printer as CANON machine Go to PROPERTIES
File print 2| x]
. rinter
|§ Erlnt' . % Ctr|+p Mame: @'|,'|,CIT\"_SEATTLEICANONSDZU-SMTS‘#C—1.PersonneI.ESD - Properties |
: 3 \\CITY_SEATTLEYEW/E000-SMTSSW  Persannel ESD =
SEHQ -EI:I 3 ?:’TJ'::!SI ’ —1.F'Er;:|:|r|r|E'*EE:I Find Printer... |
ht Where: 5 \\CITY_SEATTLEYCOLOR4E00-SMTSHNE. Personnel 50 || Prink ka file
Comment: 3 \\CITY_SEATTLENCOLORSS00-SMTSSW Personnel ESD

|—F‘age range —|

& Microsoft Office Document Image Writer -

Go to the PROFILE pull down menu elect either 2 on 1 (1 sided) OR 2o0n 1 (2 sided)

&" CANDN5020-5™154C-1.Personnel ESD on CITY_SEATTLE Prope d | & CANONS020-5MT54C-1.Personnel ESD on ZITY_SEATILE Prope 21|

Page Setup | Finishingl Paper Sourcel Quali

Output Methaod: I@ Frint j Profile: ;’ DefauItSettings‘/ j |[|E/| Output Method: I@ Pririt j
' Default 5ettings

2 on 1 [1-sided] 'l |g W BT Fage Size: et =
1 to zave paper by prigt

ssetnna_ls you 2an 1 [2-sided]

e . j y Thiz zetting enables you to save pape et hd
@ Scale to Fit Letter i _/ ity W

oo Confidential Eopies: I 1= [1te2000] | "= Confidential priiting.

Page Setup |nishing| PaperSourcel Qualityl
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HOW TO “FLIP” DOUBLE-SIDED COPIES

On a Canon Copier/Printer:

Printer

Darne: [ S8 WCITY_SEATTLE|CANGNS020-SMTS4C-1. Personnel ESD = |
Go to File — Print - Properties * Status: e
Type: Canon iRSOZ0/RE020 PCLE
Where: SMT-5406 ™ Print to File
d Comment:
File | i
= —Page rang: ~Capi
. =l Mumber of copies: |1 E‘
% Erlﬂt. " Ctrl"’p € Current page = Selection
" pages: I Hq Hq I+ Collate
SEHQ TD * Enter page numbers andjor page ranges ' '
- separated by commas. For example, 1,3,5-12
W
Print what: IDocument LI [
Print: IAI\ pages in range ;I Pages per shest: Il BRIS jv

Scale ko paper size: (Mo Scaling -
Options... I Ok I Cancel I

Go to the Finishing Tab and click

the Down Arrow at Binding Location % CANONS020-5MT54C-1.Personnel.ESD on CITY_SEATTLE Pro 2]
a.nd Se|eCt ShOI‘t Edge [TO p] Page Setup  Finishing I F'aperSourceI Qualit}ll
Profile: Id Default Settings j |[|E/| Dutput Method: I@ Print j

This will “Flip” the back copy.

E Print Style:

Booklet..
2-sided Printing v Ll

™ Prirt with Mised Paper Sizes/Orientations

Binding Location:

" Gulter...
§ Long Edge [Leiq] V| e |

Ll (= I

Letter [Scaling:.duto] Staple Positicr |

Wiew Settings I

Paper Output: IAuto ﬂ

Advanced Settings... | Fiestare Defaults |

] I Cancel I Help |
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On an HP Color Printer:

rPrinter
) ) ) Mame: I @ WCITY_SEATTLELCOLOR4B00-SMTS4ME, Personnel ESD
Go to File — Print and select the Color Printer status e
H H e HP Color LaserJet 4600 PCL Sc
and CIICk Propertles l::ere: SMT-5411D I Print ko File
Cormment: I Marwal dﬁpleg

rPage range Copie:
E|IE | & al Nurmber of copies: 1 5‘

i - Current page £ Selection
% Enr-lt. To I:trl'H:‘ " Pages: v Caollate
Enter page numbers andjor page ranges

SEr-IIj TI:I " separated by commas. For example, 1,3,5-12
¥ Zoo
Print what: IDocument j '"

X Pages per sheet: |1 age v
Print: I.QII pages inrange j == R =
Srale ko paper size: INo Scaling b

Options. .. | oK | Close |

At the Finishing Tab, select Print on Both Sides To Flip, click the Flip Pages Up box
&% COLOR4600-5MT54NE.Personnel.ESD on CITY. 211 | & COLOR4600-SMT54NE.Personnel.ESD on GITY. i 1|
Finishing | Effects | Paper | Basics | Colar | Finizhing I Effectsl Paper | Basicsl Calor |
— Frint Task Quick Sets — Prirt Tazk Quick Sets
|Type new Quick Set name here LI Save I Delete | IT_l,.lpe new Quick Set name here LI Save I [Delete
T —

(Document Options N

v Print on Both Sides
1=

Baoaoklet Printing: / e
5.5 by 11 inches i |os =] ; i %y
8.5 bu 11 inches

FEEEEEEEEEEEE]

(Ducument Options
[V Print on Both Sides

I Flip Pages Up

Flip Pages Up

BEooklet Printing:

T

|os =l

Print G uality \ .
I‘I 3‘ Pagesz per Sheet = Default NOte PreVIeW / Print Guality
I Fiirt Page Borders " Custom I‘I 3: Fages per Sheet &+ Default

Fage Order: Details... I | I Eritt Page Barders " Custam
IHight, then Down LI | Fage Order: Details. .. |

IF!ighL then Diown LI

D]

Ok I Cancel Help Eﬁﬂ

ak. I Cancel Help
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TABLES & THE HIDDEN HARD RETURN

Have you ever printed a 1-Page Table only to have the printer give you 2 Pages? If your Table took up the whole page, the
“Hidden Hard Return” at the end of the Table forced a second page. Take a look:

Turn on the Show/Hide button il on your Toolbar to make Hard Returns visible. Create a page-long table. Atthe end
of the Table, you'll see a “ Hidden’Hard Return” placed as a default at the end of the Table.

/ You can’t Delete this Hard Return. But you CAN make it smaller.
] / ] o
=/ ; i Simply Highlight the Hard Return
—7 : A Vs
7 : A o /
/ ] i - <1|
) ) i il )1 0 a
/ o o o 11
: : 5 12
/o , . 14
7 : : i Go to the Font Size Pull-Down Menu ig
7 : : . and type in “1” for the size and hit enter | [ ]
zz
/ 24
=/ 26
- 28
/ 3 X
/I ) ) i This way, you'll buy yourself some space at the end of the Table.
/ Notice the itty-bitty 1 pt Hard Return at the end of the Table Cell?
e , i . /
JA i : : Z Q
A .. .. ,
&
fan
Y
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USING PRINT PREVIEW AND PAGE SETUP WHEN PRINTING WEB PAGES

Frustrated when you print from a Website and the text is cut off or it prints multiple pages when you only wanted 1 or 2 pages?
Go to Print Preview and Page Setup before you print to waste less paper! Here are some steps to help you print smarter

Printing from the Web:

Print Preview: Go to Print Preview so you can see the
nature of the formatting. Every webpage is different.

Notice all the “whistles and bells” are included if

you print this page. e

v

2 Print Preview

Keyw ord Search ()

Choce b3 Proukk o

WPy Your Bl
2pont wingh B Mason
Ieamest Besatle

Fit ndation

Ste Map
CortactUs

Canters of Excellence
Bewarya DEtees Conlr

Prirt... || - A= PQQEI1— a2 = e |@ @I?E% '” Help | Cloze

Far Patlents For Clinlclans For Businesses  Home

Frintable Bio Card
David J. Belfie, MD

Phone
(206) 223-6487

Specialty
Crthopedic Surgery

Clinic(s), Maps and Directions
Wirginia Mazon Sports Medicine Clinic

Medical Education
University of Washington School of Medicine, Seattle, Wa, 1993

Recid,

Can T listie
Ce e ribr Hype iark Mediclie

Speci e £ parm et
Heatth P Accepkd
Empbyme it

ez ng O ppo e s

Crthopedics and Sports Medicine, University of Washington,
Seattle, 1992

Internship
General Surgery, University of Waszhington, Seattle, 1994

Fellowship(s)

Sports Medicine and Arthroscopy, University of Washington,
Seattle, 2003

Shoulder and Elbow Surgery, University of Washington, Seattle,
20032

Professional Activities and Awards

Arnerican Acaderny of Crthopedic Surgeons
Arthroscopy Aszocistion of North Armerica
Arnerican Acaderny of Crthopedic Sports Medicine
Arnerican Medical Association

Board Certifications
Arnerican Board of Grthopedic Surgery, 2001
Fellow, American Acaderny of Orthopedic Surgeons, 2003

Joined WM
2004
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Printer Friendly Versions and Print This Page: If the website offers
these options, use them. This is plain text printing and uses minmal
paper because banners, ads, images and other extras are cut out.

Notice how most of the banners, etc., are removed. *

This is Print Preview for the “normal” webpage.

A Print Preview

@] - - ranli_wz— =@ 5 =)
s i Hums

* e
T m o*" g o acacmn Yy
- & -
L] Conkents i Wrghna HasonH ok 3 Canlar, »
Py e o
* Al Tawrs sl bl ‘0
€4 s SEE——— .
oy R
.s

""aagnmamnnn®

[ ) [wsuiE s

e
wiikrtes  David J. Belfie, MD

s

Unnecessary Footer
Information you don’t
need to print

Menu Options in Print Preview: Allows you more options to see
printable pages. In this example, because the page view was set to
50%, we see that page 2 has minimal text and not efficient to print.

This is Print
Preview for the
Printer Friendly
version. e——

Only 1 page!

You ALWAYS save paper when you select Printer Friendly!

Back to Physician Search

TEA M MRS
MEDICINE’

David J. Belfie, MD
Phone

(206) 223-6487

Specialty

Orthopedic Surgery

Clinics
\irginia Mason Sports Medicine Clinic

Medical Education
University of Washington Schoal of Medicine, Seattle, wa, 1993

Internship
General Surgery, University of Washington, Seattle, 1994

Residency
Orthopedics and Sports Medicine, University of Washington, Seattle, 1998

Fellowship(s)
Sports Medicine and Arthroscopy, University of Washington, Seattle, 2003
Shaoulder and Elbow Surgery, University of Washingtan, Seattle, 2003

3 Print Preview

B, |G| % = paell o1 = | R @B [50% ~|| Help | ciose

MEDICINE"

David 1. Belfie, MD
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Page Set Up: This is where you can change: - ~ TR
. . e e it
= Paper Size: choose landscape or portrait > i ) ey
i -
= Margins: reset margins to avoid losing information e
s
—Headers and Fookers
Header
Foote
Print Options — Page Range: Select which pages to print. |
\ I — —
(rre— P -ortstion T arans (s S
% Porkrait Left: IEI.Z Right: IIZI.Z
General | Dptinnsl
- Landscape Top: ID.Z Bokkom: IIZI.Z/
 Select Printer
\ I
4 BWED00-5MTS5W . Perfonnel ESD on CITY _SEATTLE L2, COLOR4600-31 | ok I Cancel | Prirket ... |
L CANONS020-5MT54C-1, Personnel . ESD on CITV_SEATTLE [SERus R aiatliligs

5 CAMONS0Z0-5MTSEW (Personnel. ESD on CITY _SEATTLE < Microsaft OFfic
4 | |
Status:  Ready [~ Printtofile  Preferences |

Location:  SkT-5406

. v Find Printer... . . .
e —— —l Be sure to check Print Preview! As seen on the previous page,
nd . . . . . .
{ge Range \\ the 2™ page is unnecessary footer information in this website.

= Al Murmber of copies: |1 3:

' Selection € Cument Page
" Pages: |1

¥ | Callate
r either a single page number or afale
page o example, B-

Frint Cancel Apply
| | |
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Print Options — Selections: If you want to print selected text from a lengthy website:

Simply Highlight the Text and go to File — Print. Choose “Selection” in the Page Range box.

David J. Belfie, MD

Phone ~ Select Printer
(2063 223-6

General I Options |

o2 BWa000-5MTS5W, Personnel ESD on CITY_SEATTLE L2, COLOR4600-5]
2 CANONSOZ0-SMTS4C-1 Persannel.ESD on CITY_SEATTLE Lz COLORSS00-5
8 CANONSDZ0-SMTS5W . Personnel ESD on CITY_SEATTLE <o Micrasoft Offic

| ja
Statuz: Feady [~ Printtafile  Preferences |

Location:  SMT-5406

Comment: Fird Printer. .. |

Page Range
r i

&+ Selection

Clinic(s), Maps and Directions
Yirginia Mason Sports Medicine Clinic

Medical Education
University of Washington School of Medicine, Seattle, Wa, 199:

Residency
Crthopedics and Sports Medicine, University of Washington,
Seattle, 1998

Mumber of copies: I'l 3:
" Cumert Page

. Pa&&: I‘l ¥ Callate
Enter either a zingle page number or a single

page range. For example, 5-12

Frint I Cancel | Apply |

cademy of COrthopedic Surgeons
ociation of Morth america

c Sports Medicine

Orthopedi
sssociation

American Medical
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